
EDITED TASK LISTING 

 

 

CLASS:  Supervising Librarian, C.F.  

 
NOTE:  Each position within this classification may perform some or all of these tasks. 

Task # Task 

  
 
 

 

1.  

Evaluate appropriateness of all institutional library materials/resources (e.g., 

books, periodicals, books on tape, specialized multimedia reading/listening 

equipment, etc.) and/or review evaluations prepared by library staff for 

inmates/wards/staff within the institutional community to provide access to all 

library materials utilizing staff recommendations, compliance reviews, 

supplements, etc. as needed and/or in accordance with the California Code of 

Regulations Title 15, California Department of Corrections and Rehabilitation’s 

Department Operations Manuals, legislation and/or court mandates. 

2.  

Oversee the documentation and processing of all issues related to library services 

(e.g., library materials, court access, electronic delivery systems, legal software, 

etc.) from inmates/wards/staff in order to ensure access to all library services 

utilizing Departmental/institutional policies and procedures in accordance with 

court mandates and the California Department of Corrections and Rehabilitation’s 

Department Operations Manuals. 

3.  

Oversee/approve collection development needs for procurement of 

materials/services (e.g., quotes, multiple bids, sole source, purchasing limits, stock 

received reports, etc.) to assist the School Principal in the selection, purchase and 

delivery of library goods and services utilizing standard library selection tools in 

accordance with State procurement policies and the California Department of 

Corrections and Rehabilitation’s Department Operations Manuals and court 

mandates. 

4.  

Participate in training to keep informed of new developments in library science to 

incorporate new technologies/ideas/methodologies in the delivery of library 

services utilizing professional publications, conferences, and continuing education 

classes, etc. in accordance with the American Library Association’s and the 

Correctional Education Association’s standards. 
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5
. 
 

R
es
p
o
n
si
b
le
 
fo
r 
li
b
ra
ry
 
st
af
f 
tr
ai
n
in
g
 
to
 
en
su
re
 
th
e
y
 
ar
e 
in
fo
rm
ed
 
o
f 
cu
rr
en
t 

p
o
li
ci
es
/p
ro
ce
d
u
re
s 
an
d
 n
ew
 d
ev
el
o
p
m
en
ts
 i
n
 l
ib
ra
ry
 a
n
d
 i
n
fo
rm
at
io
n
 s
ci
en
ce
 t
o
 

in
co
rp
o
ra
te
 
n
ew
 
te
ch
n
o
lo
g
ie
s/
id
ea
s/
m
et
h
o
d
o
lo
g
ie
s 
in
 
th
e 
d
el
iv
er
y
 
o
f 
li
b
ra
ry
 

se
rv
ic
es
 u
ti
li
zi
n
g
 i
n
-s
er
v
ic
e 
tr
ai
n
in
g
, 
o
n
-t
h
e-
jo
b
 t
ra
in
in
g
, 
In
d
iv
id
u
al
 D
ev
el
o
p
m
en
t 

P
la
n
s,
 
co
n
fe
re
n
ce
s,
 
an
d
 
co
n
ti
n
u
in
g
 
ed
u
ca
ti
o
n
 
cl
as
se
s,
 
et
c.
 
in
 
ac
co
rd
an
ce
 
w
it
h
 

D
ep
ar
tm
en
ta
l 
p
o
li
ci
es
, 
th
e 
A
m
er
ic
an
 L
ib
ra
ry
 A
ss
o
ci
at
io
n
’s
 s
ta
n
d
ar
d
s.
 

6
. 
 

O
v
er
se
e/
re
v
ie
w
 
st
af
f 
su
p
er
v
is
io
n
 
o
f 
in
m
at
e/
w
ar
d
 
li
b
ra
ry
 
w
o
rk
er
s 
to
 
en
su
re
 

co
m
p
li
an
ce
 w
it
h
 r
el
ev
an
t 
p
o
li
ci
es
 a
n
d
 p
ro
ce
d
u
re
s 
b
y
 u
ti
li
zi
n
g
 r
ec
o
rd
s/
re
p
o
rt
s 
in
 

ac
co
rd
an
ce
 w
it
h
 l
o
ca
l 
o
p
er
at
io
n
al
 p
ro
ce
d
u
re
s,
 D
ep
ar
tm
en
ta
l 
p
o
li
ci
es
 a
n
d
/o
r 
co
u
n
t 

m
an
d
at
es
. 

7
. 
 

M
ai
n
ta
in
 o
rd
er
/s
ec
u
ri
ty
 o
f 
w
o
rk
in
g
 a
re
as
 a
n
d
 w
o
rk
 m
at
er
ia
ls
 b
y
 s
u
p
er
v
is
in
g
 t
h
e 

co
n
d
u
ct
 o
f 
in
m
at
es
/w
ar
d
s 
co
m
m
it
te
d
 t
o
 t
h
e 
C
al
if
o
rn
ia
 D
ep
ar
tm
en
t 
o
f 
C
o
rr
ec
ti
o
n
s 

an
d
 
R
eh
ab
il
it
at
io
n
 
in
 
o
rd
er
 
to
 
p
re
v
en
t 
es
ca
p
es
 
an
d
 
in
ju
ry
 
b
y
 
th
es
e 
p
er
so
n
s 
to
 

th
em
se
lv
es
, 
o
th
er
s,
 a
n
d
/o
r 
p
ro
p
er
ty
 b
y
 u
ti
li
zi
n
g
 a
p
p
ro
p
ri
at
e 
se
ar
ch
 m
et
h
o
d
s 
fo
r 

co
n
tr
ab
an
d
, 
in
v
en
to
ri
es
, 
si
tu
at
io
n
al
 
aw
ar
en
es
s,
 
et
c.
 
in
 
ac
co
rd
an
ce
 
w
it
h
 
th
e 

C
al
if
o
rn
ia
 D
ep
ar
tm
en
t 
o
f 
C
o
rr
ec
ti
o
n
s 
an
d
 R
eh
ab
il
it
at
io
n
’s
 D
ep
ar
tm
en
t 
O
p
er
at
io
n
s 

M
an
u
al
s.
 

8
. 
 

S
u
p
er
v
is
e 
li
b
ra
ry
 
st
af
f 
w
h
o
 
p
er
fo
rm
 
h
ig
h
ly
 
co
m
p
le
x
 
p
ro
fe
ss
io
n
al
 
le
v
el
 
li
b
ra
ry
 

w
o
rk
 i
n
 c
o
n
n
ec
ti
o
n
 w
it
h
 s
el
ec
ti
n
g
, 
ca
ta
lo
g
in
g
, 
lo
an
in
g
, 
o
r 
th
e 
re
fe
re
n
ce
 u
se
 o
f 

b
o
o
k
s,
 e
le
ct
ro
n
ic
 m
ed
ia
, 
an
d
 o
th
er
 l
ib
ra
ry
 m
at
er
ia
ls
 t
o
 a
ss
is
t 
in
m
at
es
/w
ar
d
s/
st
af
f 

w
it
h
in
 

th
e 

in
st
it
u
ti
o
n
al
 

co
m
m
u
n
it
y
 

to
 

p
ro
v
id
e 

li
b
ra
ry
 

se
rv
ic
es
, 

re
cr
ea
ti
o
n
al
/e
d
u
ca
ti
o
n
al
 
m
at
er
ia
ls
 
an
d
 
le
g
al
 
ac
ce
ss
, 
u
ti
li
zi
n
g
 
D
ep
ar
tm
en
ta
l 

p
o
li
ci
es
/p
ro
ce
d
u
re
s 
in
 a
cc
o
rd
an
ce
 w
it
h
 t
h
e 
C
al
if
o
rn
ia
 D
ep
ar
tm
en
t 
o
f 
C
o
rr
ec
ti
o
n
s 

an
d
 R
eh
ab
il
it
at
io
n
’s
 D
ep
ar
tm
en
t 
O
p
er
at
io
n
s 
M
an
u
al
s 
an
d
 c
o
u
rt
 m
an
d
at
es
. 

9
. 
 

A
n
sw
er
s 
h
ig
h
ly
 c
o
m
p
le
x
 a
n
d
/o
r 
d
if
fi
cu
lt
 q
u
es
ti
o
n
s 
fr
o
m
 i
n
m
at
es
/w
ar
d
s/
st
af
f 
to
 

d
el
iv
er
 l
ib
ra
ry
 a
ss
is
ta
n
ce
 b
y
 c
o
n
d
u
ct
in
g
 c
o
m
p
re
h
en
si
v
e 
re
fe
re
n
ce
 i
n
te
rv
ie
w
s 
fo
r 

th
e 
in
st
it
u
ti
o
n
al
 c
o
m
m
u
n
it
y
 a
n
d
 u
ti
li
zi
n
g
 b
ib
li
o
g
ra
p
h
ic
 a
n
d
 e
le
ct
ro
n
ic
 m
ed
ia
 a
s 

re
q
u
ir
ed
 a
n
d
 c
o
n
si
st
en
t 
w
it
h
 t
h
e 
A
m
er
ic
an
 L
ib
ra
ry
 A
ss
o
ci
at
io
n
’s
 s
ta
n
d
ar
d
s.
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a
ch
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si
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o
n
 w
it
h
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 t
h
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 c
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a
ti
o
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a
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m
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o
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a
ll
 o
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T
a
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 #
 

T
a
sk
 

 
 

 

1
0
. 
 

P
er
fo
rm
 n
ec
es
sa
ry
 a
d
m
in
is
tr
at
iv
e 
d
u
ti
es
 (
e.
g
.,
 B
u
d
g
et
 C
h
an
g
e 
P
ro
p
o
sa
ls
/B
u
d
g
et
 

C
o
n
ce
p
t 
S
ta
te
m
en
ts
, 
m
em
o
ra
n
d
u
m
s,
 
p
re
se
n
ta
ti
o
n
s,
 
b
u
d
g
et
 
tr
ac
k
in
g
, 
b
u
d
g
et
 

re
co
m
m
en
d
at
io
n
s,
 c
o
n
tr
ac
ts
, 
st
at
is
ti
ca
l 
re
p
o
rt
s,
 r
o
u
ti
n
e 
v
is
it
s 
to
 l
ib
ra
ri
es
, 
et
c.
) 
fo
r 

m
an
ag
em
en
t,
 
to
 
p
ro
v
id
e 
co
n
si
st
en
t 
li
b
ra
ry
 
se
rv
ic
e 
u
ti
li
zi
n
g
 
D
ep
ar
tm
en
ta
l 

p
o
li
ci
es
/p
ro
ce
d
u
re
s 
as
 r
eq
u
ir
ed
. 

1
1
. 
 

A
s 
a 
m
em
b
er
 o
f 
th
e 
ed
u
ca
ti
o
n
al
 m
an
ag
em
en
t 
te
am
, 
co
o
rd
in
at
e 
li
b
ra
ry
 
su
p
p
o
rt
 

ac
ro
ss
 i
n
te
rd
ep
ar
tm
en
ta
l 
li
n
es
 t
o
 p
ro
v
id
e 
li
b
ra
ry
 s
er
v
ic
es
 f
o
r 
st
af
f/
in
m
at
es
/w
ar
d
s 

w
it
h
in
 t
h
e 
in
st
it
u
ti
o
n
al
 c
o
m
m
u
n
it
y
 u
ti
li
zi
n
g
 D
ep
ar
tm
en
ta
l 
an
d
/o
r 
lo
ca
l 
p
o
li
ci
es
 a
n
d
 

p
ro
ce
d
u
re
s 
in
 a
cc
o
rd
an
ce
 w
it
h
 t
h
e 
D
ep
ar
tm
en
ta
l 
O
p
er
at
io
n
s 
M
an
u
al
s 
an
d
/o
r 
co
u
rt
 

m
an
d
at
es
. 

1
2
. 
 

F
ac
il
it
at
e 
an
d
 
p
ar
ti
ci
p
at
e 
in
 
th
e 
h
ir
in
g
 
p
ro
ce
ss
 
o
f 
li
b
ra
ry
 
st
af
f 
b
y
 
co
n
d
u
ct
in
g
 

in
te
rv
ie
w
s,
 b
ac
k
g
ro
u
n
d
 
ch
ec
k
s,
 
ev
al
u
at
e 
an
d
 s
el
ec
t 
ca
n
d
id
at
es
 t
o
 f
il
l 
id
en
ti
fi
ed
 

v
ac
an
t 
p
o
si
ti
o
n
s 
as
 n
ee
d
ed
 a
n
d
/o
r 
as
 d
ir
ec
te
d
 b
y
 m
an
ag
em
en
t 
u
ti
li
zi
n
g
 a
cc
ep
te
d
 

h
ir
in
g
 p
ra
ct
ic
es
 a
n
d
 p
o
li
ci
es
 i
n
 a
cc
o
rd
an
ce
 w
it
h
 S
ta
te
 P
er
so
n
n
el
 B
o
ar
d
 R
u
le
s 
an
d
 

R
eg
u
la
ti
o
n
s.
 

1
3
. 
 

R
es
p
o
n
si
b
le
 f
o
r 
o
v
er
si
g
h
t 
o
f 
co
m
p
le
x
 c
o
rr
ec
ti
o
n
al
 l
ib
ra
ry
 p
ro
g
ra
m
s 
(e
.g
.,
 s
p
ec
ia
l 

p
o
p
u
la
ti
o
n
 n
ee
d
s 
b
as
ed
 o
n
 f
ac
il
it
y
 m
is
si
o
n
s,
 s
iz
e 
o
f 
li
b
ra
ry
 c
o
ll
ec
ti
o
n
, 
co
m
p
le
x
it
y
 

o
f 
th
e 
el
ec
tr
o
n
ic
 d
el
iv
er
y
 
sy
st
em
s,
 e
tc
.)
 f
o
r 
sc
h
o
o
ls
/i
n
m
at
es
/s
tu
d
en
ts
/w
ar
d
s 
an
d
 

st
af
f 
w
it
h
in
 t
h
e 
in
st
it
u
ti
o
n
al
 c
o
m
m
u
n
it
y
 t
o
 p
ro
v
id
e 
d
el
iv
er
y
 o
f 
li
b
ra
ry
 s
er
v
ic
es
 

u
ti
li
zi
n
g
 D
ep
ar
tm
en
ta
l 
an
d
/o
r 
lo
ca
l 
p
o
li
ci
es
 a
n
d
 p
ro
ce
d
u
re
s 
in
 a
cc
o
rd
an
ce
 w
it
h
 t
h
e 

D
ep
ar
tm
en
ta
l 
O
p
er
at
io
n
s 
M
an
u
al
s 
an
d
/o
r 
co
u
rt
 m
an
d
at
es
. 

1
4
. 
 

O
v
er
se
e/
re
v
ie
w
 a
ll
 a
sp
ec
ts
 o
f 
p
ro
v
id
in
g
 l
ib
ra
ry
 s
er
v
ic
es
 a
t 
th
e 
in
st
it
u
ti
o
n
al
 l
ev
el
 

fo
r 
st
af
f/
in
m
at
es
/w
ar
d
s 

w
it
h
in
 
th
e 

in
st
it
u
ti
o
n
al
 
co
m
m
u
n
it
y
 
to
 
p
ro
m
o
te
 

st
an
d
ar
d
iz
at
io
n
 a
n
d
 e
n
su
re
 c
o
m
p
li
an
ce
 w
it
h
 a
ll
 a
p
p
li
ca
b
le
 p
o
li
ci
es
, 
m
an
d
at
es
, 
an
d
 

la
w
s 
u
ti
li
zi
n
g
 r
ep
o
rt
s,
 i
n
te
rv
ie
w
s,
 m
an
ag
em
en
t 
te
ch
n
iq
u
es
, 
tr
ai
n
in
g
, 
an
d
 s
u
rv
ey
s 
as
 

re
q
u
ir
ed
. 
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a
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h
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ss
if
ic
a
ti
o
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a
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m
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o
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a
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T
a
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 #
 

T
a
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1
5
. 
 

R
ev
ie
w
, 
o
n
 a
n
 o
n
-g
o
in
g
 b
as
is
, 
co
u
rt
 m
an
d
at
es
, 
p
o
li
ci
es
/p
ro
ce
d
u
re
s,
 l
eg
is
la
ti
o
n
 a
n
d
 

ap
p
li
ca
b
le
 l
aw
s 
re
le
v
an
t 
to
 l
ib
ra
ry
 s
er
v
ic
es
 (
e.
g
.,
 A
m
er
ic
an
s 
w
it
h
 D
is
ab
il
it
ie
s 
A
ct
, 

G
il
m
o
re
, 
S
ta
te
 
P
er
so
n
n
el
 
B
o
ar
d
 
R
u
le
s 
an
d
 
R
eg
u
la
ti
o
n
s,
 
E
q
u
al
 
E
m
p
lo
y
m
en
t 

O
p
p
o
rt
u
n
it
y
, 
et
c.
) 
fo
r 
in
m
at
es
/w
ar
d
s/
st
af
f 
w
it
h
in
 t
h
e 
in
st
it
u
ti
o
n
al
 c
o
m
m
u
n
it
y
 a
n
d
 

th
e 
D
ep
ar
tm
en
t 
as
 
a 
w
h
o
le
 
to
 
en
su
re
 
co
m
p
li
an
ce
 
u
ti
li
zi
n
g
 
re
le
v
an
t 
w
ri
tt
en
 

d
o
cu
m
en
ta
ti
o
n
 a
n
d
 i
n
fo
rm
at
io
n
 a
s 
re
q
u
ir
ed
. 

1
6
. 
 

O
v
er
se
e/
re
v
ie
w
 
th
e 
o
n
-g
o
in
g
 
d
ev
el
o
p
m
en
t 
o
f 
li
b
ra
ry
 
o
p
er
at
io
n
al
 
p
o
li
ci
es
 
an
d
 

p
ro
ce
d
u
re
s 
b
y
 
li
b
ra
ry
 
st
af
f 
(e
.g
.,
 
in
te
rn
al
 
li
b
ra
ry
 
o
p
er
at
in
g
 
p
ro
ce
d
u
re
s,
 

D
ep
ar
tm
en
ta
l 
o
p
er
at
io
n
s 
m
an
u
al
s’
 s
u
p
p
le
m
en
ts
, 
et
c.
) 
fo
r 
m
an
ag
em
en
t,
 t
o
 e
n
su
re
 

d
el
iv
er
y
 o
f 
co
m
p
li
an
t 
li
b
ra
ry
 s
er
v
ic
e 
u
ti
li
zi
n
g
 D
ep
ar
tm
en
ta
l 
p
o
li
ci
es
/p
ro
ce
d
u
re
s 
as
 

re
q
u
ir
ed
. 

1
7
. 
 

P
ar
ti
ci
p
at
e 
in
 r
ec
ru
it
m
en
t 
ac
ti
v
it
ie
s 
w
o
rk
in
g
 i
n
 c
o
o
p
er
at
io
n
 w
it
h
 h
u
m
an
 r
es
o
u
rc
es
, 

u
n
iv
er
si
ti
es
, 
co
ll
eg
es
, 
an
d
 t
h
e 
li
b
ra
ry
 c
o
m
m
u
n
it
y
 a
s 
a 
w
h
o
le
, 
to
 e
n
su
re
 a
 c
o
n
ti
n
u
al
 

p
o
o
l 
o
f 
ca
n
d
id
at
es
 
in
 
o
rd
er
 
to
 
sh
ar
e 
D
ep
ar
tm
en
ta
l 
li
b
ra
ry
 
em
p
lo
y
m
en
t 

o
p
p
o
rt
u
n
it
ie
s 
u
ti
li
zi
n
g
 
re
cr
u
it
m
en
t 
to
o
ls
 
(e
.g
.,
 
w
o
rk
sh
o
p
s,
 
ad
v
er
ti
si
n
g
, 
in
te
rn
et
, 

m
ai
le
rs
, 
et
c.
) 
as
 r
eq
u
ir
ed
. 

1
8
. 
 

In
it
ia
te
s 

an
d
/o
r 
p
ar
ti
ci
p
at
es
 
in
 
th
e 

p
ro
g
re
ss
iv
e 

d
is
ci
p
li
n
ar
y
 
p
ro
ce
ss
 
to
 

co
rr
ec
t/
im
p
ro
v
e 
em
p
lo
y
e
e 
p
er
fo
rm
an
ce
/b
eh
av
io
r 
o
r 
ad
d
re
ss
 i
ss
u
es
 o
f 
su
b
st
an
d
ar
d
 

p
er
fo
rm
an
ce
 
u
ti
li
zi
n
g
 
tr
ai
n
in
g
, 
em
p
lo
y
ee
 
co
u
n
se
li
n
g
 
se
ss
io
n
s,
 
an
d
 
w
ri
tt
en
 

d
o
cu
m
en
ta
ti
o
n
, 
et
c.
, 
in
 
ac
co
rd
an
ce
 
w
it
h
 
S
ta
te
 
P
er
so
n
n
el
 
B
o
ar
d
 
R
u
le
s 
an
d
 

R
eg
u
la
ti
o
n
s 
an
d
 d
ep
ar
tm
en
ta
l 
p
o
li
cy
, 
as
 r
eq
u
ir
ed
. 

1
9
. 
 

C
ar
ri
es
 
o
u
t 

su
p
er
v
is
o
ry
 
re
sp
o
n
si
b
il
it
ie
s 

in
 
th
e 

w
o
rk
p
la
ce
 
re
g
ar
d
in
g
 

D
ep
ar
tm
en
t-
w
id
e 

m
an
d
at
es
 
co
n
ce
rn
in
g
 
E
q
u
al
 
E
m
p
lo
y
m
en
t 

O
p
p
o
rt
u
n
it
y
, 

A
m
er
ic
an
s 
w
it
h
 D
is
ab
il
it
ie
s 
A
ct
, 
et
c.
, 
to
 m
ai
n
ta
in
 c
o
m
p
li
an
ce
 u
ti
li
zi
n
g
 t
ra
in
in
g
, 

re
le
v
an
t 
w
ri
tt
en
 d
o
cu
m
en
ta
ti
o
n
 a
n
d
 o
th
er
 i
n
fo
rm
at
io
n
 a
s 
d
ef
in
ed
 b
y
 r
eg
u
la
to
ry
 

ag
en
ci
es
 a
n
d
 e
st
ab
li
sh
ed
 g
u
id
el
in
es
/p
o
li
ci
es
, 
et
c.
 

2
0
. 
 

E
v
al
u
at
e 
th
e 
p
er
fo
rm
an
ce
 o
f 
st
af
f 
to
 a
id
 i
n
 t
h
ei
r 
p
ro
fe
ss
io
n
al
 d
ev
el
o
p
m
en
t 
an
d
 t
o
 

en
su
re
 p
er
fo
rm
an
ce
 o
b
je
ct
iv
es
/s
ta
n
d
ar
d
s 
ar
e 
m
et
 b
y
 m
o
n
it
o
ri
n
g
 w
o
rk
 a
ss
ig
n
m
en
ts
 

an
d
 b
eh
av
io
rs
 a
s 
re
q
u
ir
ed
 b
y
 t
h
e 
S
ta
te
 P
er
so
n
n
el
 B
o
ar
d
. 



E
D
IT

E
D
 T
A
S
K
 L
IS
T
IN

G
 

  

C
L
A
S
S
: 
 S
u
p
er
v
is
in
g
 L
ib
ra
ri
a
n
, 
C
.F
. 

 

 N
O
T
E
: 
 E
a
ch
 p
o
si
ti
o
n
 w
it
h
in
 t
h
is
 c
la
ss
if
ic
a
ti
o
n
 m
a
y 
p
er
fo
rm
 s
o
m
e 
o
r 
a
ll
 o
f 
th
es
e 
ta
sk
s.
 

T
a
sk
 #
 

T
a
sk
 

 
 

 

2
1
. 
 

P
ro
v
id
e 
v
er
b
al
 a
n
d
 w
ri
tt
en
 f
ee
d
b
ac
k
 t
o
 e
m
p
lo
y
ee
s 
re
g
ar
d
in
g
 t
h
ei
r 
p
er
fo
rm
an
ce
, 

an
d
 
as
si
st
s 
th
e 
em
p
lo
y
ee
 
in
 
p
re
p
ar
in
g
 
a 
p
la
n
 
fo
r 
im
p
ro
v
em
en
t 
an
d
/o
r 
fu
tu
re
 

d
ev
el
o
p
m
en
t 
th
ro
u
g
h
 t
h
e 
u
se
 o
f 
th
e 
In
d
iv
id
u
al
 D
ev
el
o
p
m
en
t 
P
la
n
 a
n
d
 R
ev
ie
w
 o
f 

P
er
fo
rm
an
ce
 
as
 
re
q
u
ir
ed
 
b
y
 
th
e 
S
ta
te
 
P
er
so
n
n
el
 
B
o
ar
d
 
an
d
 
D
ep
ar
tm
en
ta
l 

O
p
er
at
io
n
s 
M
an
u
al
s.
 

 


